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Abstract. 

The  Bureau  of  Land  Management  in  Wyoming  is  primarily  responsible 
for  the  administration  of  approximately  28  percent  of  the  land  in 
Wyoming.   In  addition,  the  Bureau  of  Land  Management  has  some  respon- 
sibility for  about  two-thirds  of  the  land  within  the  state.   Concerned 
with  national  resources,  it  administers  programs  on  lands,  livestock 
forage,  timber,  watershed,  recreation,  wildlife  habitat  and  minerals. 
The  Wyoming  State  Office  library  reflects  these  programs  with  hard- 
bound and  softbound  materials. 

A  Resources  and  Development  Internship  Program  was  implemented  to 
catalog  library  material,  improve  the  access  to  material  and  develop 
a  general  system  of  library  operation. 

The  project  report  includes  an  analysis  of  past  and  present  library 
operations,  which  provides  an  understanding  of  the  future  needs.   Details 
of  the  cataloging  procedure  indicate  the  importance  of  catalog  and  shelf 
control  for  organization  purposes.   The  Users  Handbook  and  Cataloging 
Manual,  designed  for  the  Wyoming  State  Office  library,  are  included  in 
the  report. 
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Building  A  Functional  Government  Library 

I.   Introduction 

The  Bureau  of  Land  Management,  under  the  Department  of  Interior,  was 
established  July  16,  1946.   The  bureau  is  responsible  for  managing  the 
nationalresource  lands  and  their  resources.   These  lands  are  primarily 
located  in  the  Western  section  of  the  United  States. 

The  Wyoming  State  Office  is  one  of  twelve  state  offices  for  the 
Bureau.   Located  in  Cheyenne,  Wyoming,  the  Wyoming  State  Office  (WSO) 
administers  the  Bureau's  activities  in  Wyoming,  Kansas  and  Nebraska. 

"The  BLM  has  primary  responsibility  for  about  17.5  million  acres  or 
28%  of  the  state  and  manages  another  half-million  acres  for  other  agencies. 
It  administers  mineral  resources  reserved  to  the  public  under  more  than 
13  million  acres  of  privately-owned  surface.   It  also  surveys,  maintains 
land  records  and  issues  mineral  leases  relating  to  an  additional  12.5 
million  acres  otherwise  administered  by  other  federal  agencies.   In  short, 
the  BLM  has  some  responsibility  for  about  two-thirds  of  the  land  in 
Wyoming.  "*■ 

Located  in  the  Joseph  O'Mahoney  Federal  Building  the  BLM  offices  are 
located  on  each  of  the  floors  between  2nd  floor  and  8th  floor.   Office 
space  is  crowded  due  to  an  expansion  in  the  Bureau  activities  requiring 
additional  employees.   Government  involvement  in  coal  and  oil  shale 
deposits  in  Wyoming  have  had  a  major  effect  on  this  expansion. 

The  following  report  covers  the  library's  role  in  the  BLM  organization, 
the  history,  present  operating  conditions  and  future  needs  of  the  library. 
The  Cataloging  Manual  and  Library  Users  Handbook  are  also  included.   They 
were  designed  as  a  result  of  the  internship  project  and  will  be  used  as 
guidelines  for  the  WSO  library. 


United  States  Department  of  Interior /Bureau  of  Land  Management /Wyoming 
State  Office,  BLM  in  Wyoming,  1975,  page  1. 
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Organization  Chart 

The  organization  chart  indicates  the  flow  and  the  dimensions  of  the 
bureau's  activities  in  Wyoming. 

The  Central  Files  personnel  come  under  the  Branch  of  Records  and  Data 
Management.  Located  in  Central  Files  are  the  Paperwork  Management  and  the 
library.   The  Paperwork  Management  consists  of 

"all  records  or  documents,  regardless  of  physical  form  or  character- 
istics, that  are  created  or  received  by  the  Bureau  and  have  historical 
value  as  evidence  of  organization,  functions,  policies,  decisions, 
procedures,  operations,  or  other  activities. "2 

The  library  houses  reference  material,  books,  pamphlets,  the  complete 
set  of  the  BLM  Manuals  and  records  and  legal  material. 

"The  BLM's  primary  responsibility  is  to  the  national  resources.   Its 
basic  programs,  therefore,  are  administered  in  the  following  cate- 
gories:  lands,  livestock  forage,  timber,  watershed,  recreation, 
wildlife  habitat  and  minerals.   All  other  BLM  activities  are  in 
support  of  these  resource  programs,  and  include  construction  and 
maintenance  of  facilities,  cadastral  survey,  fire  protection,  land 
records,  maintenance  and  realty  services."-' 

The  library  material  reflects  these  basic  programs  with  hardbound  and 
paper  bound  materials. 

The  Paperwork  Management  and  the  library  are  categorized  by  the  subject 
function  classification  code,  which  is  covered  in  the  BLM  Manual  under  the 
Paperwork  Management. 

"The  Classification  Chart  is  the  controlling  document  for  the  Paperwork 
Management  Program  consisting  of  a  logical  arrangement,  in  numerical 
order,  of  headings  based  upon  subject  matter  descriptive  of  Bureau 
functions. "^ 


9 

"United  States  Department  of  the  Interior/Bureau  of  Land  Mangement .   BLM 

Manual,  1220  Paperwork  Management. 

-'United  States  Department  of  Interior/Bureau  of  Land  Management/Wyoming 
State  Office.   BLM  in  Wyoming  1975. 

^United  States  Department  of  Interior/Bureau  of  ],;\nd    Management,  KLM 
Manual,  1220  Paperwork  Management. 


Project  Objectives  and  Purpose: 

Western  Interstate  Commission  for  Higher  Education  (WICHE)  Internship 
project  was  initiated  for  work  in  the  library  for  a  twelve  week  period, 
from  August  4  to  October  24,  1975.   The  objectives  and  expected  results 
from  the  project  were  established  by  the  WSO  and  submitted  to  WICHE  as 
follows: 

Brief  Statement  of  Project  Objectives  —  The  purpose  of  this  internship 
is  to  inventory  and  catalog  library  material,  improve  the  access  to 
materials,  and  develop  a  general  system  of  library  operation  to  include 
maintenance  of  the  collection  and  services  to  the  Wyoming  State  Office 
and  District  personnel.   All  in  accordance  with  BLM  Manual  1220  -  Paper- 
work Management. 

Brief  Statement  of  Results  Expected  from  the  Project  —  We  expect 
improved  library  management  and  chargeout  procedures  as  outlined  in  the 
Bureau's  Paperwork  and  Library  Management  Manuals.   The  project  should 
point  out  strong  and  weak  points  of  the  system  we  now  operate.   From  this 
study  we  should  be  able  to  provide  greater  lateral  utilization  of  our 
central  files  system  on  a  statewide  basis. 

The  project  advisory  committee  set  up  the  objectives  and  provided 
guidance  for  the  internship. 


Members  included: 


Position  with  BLM 


Mr.  Antonio  Alcon  (Project  Supervisor) 

Mr.  Robert  Currier 

Mr.  Philip  Hamilton 

Mr.  Ken  Rhea 

Mr.  George  Hollis 


Supervisory  Records  Specialist 
Chief,  Branch  of  Records  &  Data 

Management 
Chief,  Branch  of  Lands  &  Minerals 

Operations 
Planner,  Branch  of  Planning 

Coordination 
Wildlife  Specialist,  Branch  of 

Biological  Resources 
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II.   Library  -  Past  and  Present 

Introduction 

Even  though  the  BLM  has  expanded  throughout  the  federal  building, 
Central  Files  is  as  centrally  located  as  possible.   Personnel  in  Central 
Files  includes  one  file  clerk  who  handles  Paperwork  Management  and  the 
library.   On  October  28,  1975,  a  management  assistant  position  was 
established.   This  position  will  be  concerned  with  work  flow,  time-cost 
studies,  mail  management  and  liaison  work  between  the  district  office, 
central  files  and  the  Wyoming  State  Office.   The  basic  library  work  will 
remain  in  the  hands  of  the  file  clerk. 

The  Wyoming  State  Office  library  must  serve  the  needs  of  the  total 
BLM  organization.   A  knowledge  of  past  and  present  library  operations  is 
important  for  assessing  the  future  needs.   These  goals  must  be  in  con- 
junction with  goals  of  the  total  organization. 

Physical  Layout 

The  physical  layout  of  Central  Files  includes  118  glass-enclosed  cab- 
inets for  library  materials  and  ten  five-drawer  filing  cabinets  for 
Paperwork  Management.   The  library  cabinets  are  nearly  full,  so  space 
for  expansion  is  limited.   Conditions  are  crowded  at  present  but  the 
FY  76  budget  includes  new  storage  facilities  for  Central  Files. 

The  library  through  the  years  had  become  quite  disorganized;  many 
factors  led  to  the  state  of  disorder. 

1.  A  file  clerk  alone  has  had  responsibility  for  all  filing  and 
library  work. 

2.  Changes  in  file  clerks  and  periods  without  a  full-time  worker. 

3.  Understanding  of  and  interest  in  library  operations  have  varied 
with  changes  in  personnel. 

4.  Changes  in  BLM  procedures  and  subject  function  code  alterations 
which  were  never  corrected  throughout  the  system. 

5.  No  other  identification,  other  than  Subject  Function  Code,  to  keep 
materials  in  order. 

6.  Materials  were  coded  into  categories  too  broadly. 

7.  Items  were  misplaced  in  cabinets  and  shelf  reading  was  never  done. 

8.  Weeding  was  not  done  unless  the  person (s)  who  worked  with  the 
material  took  time  to  go  through  his  section  and  dispose  of 
insignificant  material. 


Cataloging 

Prior  to  August  1975,  the  cataloging  procedure  was  inadequate  for 
meeting  the  needs  of  the  library.   The  Central  Files  maintenance  guide- 
lines, a  compilation  of  the  most  significant  parts  of  the  BLM  Manaul, 
Sections  1220,  1271,  and  1272,  were  followed. 

"Stamp  all  other  library  material  with  subject-function  stamp.   If 
uncertain  about  proper  code  (most  items  come  in  coded),  check  with 
individual  most  concerned.   (This  does  not  include  manual  releases, 
Federal  Register,  clippings,  circulars  or  newspaper  clipping  book 
material.)   If  material  is  file  box  material,  it  is  merely  stamped  and 
dropped  in  —  however,  if  there  is  no  file  box,  file  individually  on 
shelf  until  volume  creates  need  for  file  box.   These  items  then  must  be 
listed  in  the  Library  Index.   File  box  breakdowns  should  be  broad. "5 

The  procedure  was   sufficient  when  the  library  was  small,  but  as  the 
library  grew,  a  tighter  control  was  needed. 

BLM  Manual  1279  -  Library  Maintenance  was  issued  to  give  better  control, 

"We  are  in  the  process  of  implementing  two  new  procedures  to  comply 
with  Rel  1279.   One  —  to  set  up  and  maintain  a  card  index  on  each 
of  the  various  publications  we  receive.   Two  —  catalog  all  bound 
volumes,  loose  reference  material  and  the  file  boxes.   This  will  be 
accomplished  by  preparing  3x5  cards  showing  the  necessary  informa- 
tion according  to  1279.21  and  setting  up  another  card  index  system."" 

Implementation  has  been  slow  and  incomplete.   Information  on  the  cards 
included  subject  function  code,  descriptive  title  of  the  code,  title  of 
the  material  and  author.   Cards  were  made  for  hardbound  materials  and 
a  few  softbound  items.   For  most  of  the  pamphlet  material,  the  file  box 
method  was  still  in  use.   Valuable  and  worthless  material  had  been  placed 
in  coded  file  boxes  and  the  only  means  of  retrieval  was  by  going  through 
the  entire  box  or  boxes. 

Besides  the  index  cards  a  library  index  is  made.   This  index  is  printed 
on  an  8V  x  11"  sheet  and  lists  material  by  subject  function  code.   The 
index  gives  title,  author  and  date.   This  list  is  sent  out  to  the  district 
offices.   The  list  is  for  hardbound  books  and  material  not  pjacod  in  the 
file  box.   If  there  was  a  file  box  for  the  subject  function  code,  this 
would  be  indicated  on  the  index  but  contents  of  the  box  were  not  listed. 


-'United  States  Department  of  Interior,  Bureau  of  Land  Management,  Wyoming 

State  Office,  Central  Files  Maintenance. 

^United  States  Department  of  Interior,  Bureau  of  Land  Management,  Wyoming 

State  Office,  Central  Files  Maintenance. 


As  a  result  of  the  internship,  a  more  detailed  cataloging  system  has 
been  implemented.   All  material,  except  articles  and  short  reprints  are 
given  a  Subject  Function  Code  and  stored  in  a  folder  or  binder  which  is 
placed  at  the  end  of  the  material  classified  in  the  code.   A  catalog  card 
is  made  for  the  folder.   All  other  library  material  is  cataloged  because 
significant  material  is  not  always  in  hard  bound  form. 

Summary  of  the  procedure: 

1.  Decide  on  the  proper  subject  function  code  and  the  title  designation, 
which  gives  the  material  a  unique  call  number. 

2.  Place  the  call  number  on  the  upper  left  hand  corner  of  the  cover 
and  on  the  spine  if  at  all  possible. 

3.  Make  a  catalog  card  on  the  material.   Information  on  the  card  includes 
The  subject  function  code. 

The  title  designation. 

The  title. 

Author,  publisher  and  date. 

Number  of  pages,  edition  statement. 

Notes,  contents,  synopsis. 

Tracings. 

A.   A  cross  referencing  system  has  been  established  but  is  not  fully 

developed.   This  system  Ls  by  subject  function  code  alone.   A  piece 
of  library  material  is  cataloged  under  the  best  and  most  useful 
classification.   If  there  is  another  subject  function  code,  the 
material  could  be  classed  under  an  identical  card.   The  alternative 
subject  function  code  is  added  to  the  top  center  of  the  card  in 
parenthesis  (3500)  and  the  card  is  filed  behind  the  3500' s  in 
alphabetical  order. 

The  card  catalog  has  tripled  in  size.   Previously  cards  were  grouped 
behind  the  subject  function  code;  now  the  card  catalog  is  arranged 
alphabetically  within  each  code  subdivision.   The  catalog  also  serves  as 
the  authority  for  the  arrangement  of  material  on  the  shelf.   Word-by-word 
alphabetization  is  used. 


A  c  ( n  i  is  it  ion  s 

Many  of  the  new  acquisitions  are  received  from  government  agencies. 
These  items  are  sent  to  the  lihrary  directly  or  to  hureau  personnel  who 
forward  them  to  Central  Files.   Material  is  often  classified  and  put 
into  the  library  regardless  of  its  caliber  as  professional  literature. 
The  inability  of  the  subject  specialist  or  file  clerk  to  assess  the 
quality  of  the  material  has  given  worthless  material  valuable  library 
space.   Bureau  employees  may  order  specific  library  materials  for  their 
field.   Those  employees  who  rely  on  reference  material  and  those  who  have 
taken  an  interest  in  the  library  have  stronger  collections  in  their 
subject  area.   The  problem  lies  not  because  of  those  who  have  acquired 
research  materials  but  because  of  the  lack  of  interest  in  other  subject 
areas.   This  has  led  to  an  unbalanced  collection. 

Weeding 

Weeding  of  the  collection  has  varied  from  each  section,  depending  on 
the  interest  of  those  working  with  the  material.   During  the  recataloging 
phase  of  the  internship  project,  weeding  of  outdated,  valueless  material 
was  done. 

Library  Users 

Central  Files  has  a  variety  of  user  demands.   Paperwork  Management 
receives  use  in  some  capacity  daily.   Library  items  which  get  frequent 
use  include  BLM  Manuals,  Bureau  and  Wyoming  State  Office  instruction  and 
information  memos. 

Other  library  items  get  little  use.   Several  factors  have  contributed 
to  this  situation. 

1.  Inability  to  find  material  because  library  was  so  disorganized. 

2.  Materials  were  not  of  value  to  the  research. 

3.  Library  was  not  considered  as  a  source  of  significant  information 

Journals  and  newsletters  are  kept  in  the  library.   This  valuable, 
current  material  is  not  used  as  much  as  it  should  he.   Bureau  employees 
find  it  difficult  to  take  time  to  visit  the  library. 

The  practice  of  routing  journals  to  various  offices  lias  been  dis- 
continued because  of  the  high  volume  of  interoffice  mail. 


III.   Future: 


The  unsatisfactory  conditions  in  the  library  have  been  present  for 
a  long  time.   Through  the  efforts  of  some  of  the  current  administrative 
officers,  the  situation  is  being  corrected.   An  Internship  Program  was 
ideal  for  this  situation  because  no  presently  employed  worker  has  the 
time  or  background  to  attempt  the  task  of  cataloging  the  materials. 
However  large  this  task,  it  is  only  a  dent  in  the  work  that  is  needed 
to  be  done  to  make  the  library  a  real  asset  to  the  organization. 

Suggestions  for  the  WSO  range  from  the  essential  and  immediate  to 
long  range  idealistic  goals.   Hopefully,  in  the  future,  a  full  time 
librarian  position  will  be  opened  in  the  WSO.   Knowledge  of  the  BLM 
activities  and  of  library  operations  could  help  the  library  reach  its 
full  potential. 

Physical  Layout: 

As  mentioned  earlier,  new  shelving  and  files  will  be  installed  in 
Central  Files  this  fiscal  year.   The  room  will  be  rearranged,  better 
utilizing  the  existing  space.   The  new  shelving  will  provide  722  inches 
of  additional  space  and  library  materials.   After  the  rearranging  is 
complete,  directional  information,  marking  shelves  for  easier  access 
should  be  done.   Labels  with  the  code  and  the  descriptive  title  of  the 
code  would  help  in  retrieving  the  material. 

Cataloging: 

The  basic  cataloging  done  during  the  WICHE  project  was  essential  for 
getting  the  library  organized  and  for  orderly  growth  in  the  future. 

Access  by  subject  function  code  is  the  most  useful   approach  but  it 
should  not  be  the  only  means  of  retrieval.   An  alphabetized  title  card 
catalog  would  be  beneficial.   Author  access  would  be  helpful,  but  for  the 
WSO  library  it  would  not  be  widely  used.   A  subject  listing  would  also  be 
useful. 

If  the  subject-function  code  continues  to  be  the  classification  for 
BLM  libraries,  a  standardized  subject  heading  thesaurus  derived  from  the 
code  should  be  developed  and  given  to  each  library.   Instead  of  a  subject 
card  catalog,  the  WSO  library  could  implement  a  ready  reference  file  with 
broad  subjects  and  proper  names  not  included  in  the  alphabetized  index  of 
the  subject  function  classification  chart.   This  reference  file  would  (ell 
the  library  users  the  code  the  material  was  filed  under. 


The  cross  referencing  system,  established  in  the  Fall  of  1975,  should 
be  extended.   Not  enough  cross  referencing  was  done  during  recataloging 
because  the  whole  coding  system  was  not  familiar  to  the  cataloger. 

Titles  of  publications,  such  as  Bureau  of  Mines  Circulars,  USGS 
Bulletins  and  Wildlife  Monographs,  should  be  recorded  on  catalog  cards 
and  cross-referenced. 

The  subject-function  code  should  become  flexible  enough  to  fit  special 
needs  of  the  collection  without  changing  the  basic  breakdown  of  the 
classification  chart. 

Any  expansions  must  be  made  in  conjunction  with  personnel  working 
in  the  subject  area. 

Acquisitions: 

Providing  the  WSO  with  a  well-balanced  collection  designed  to  meet  the 
needs  of  Bureau  personnel  should  be  the  library's  goal. 

There  are  many  deficiencies  in  the  collection.   Some  areas  are  well 
developed  for  research  material  while  other  areas  need  much  attention. 

A  librarian  would  be  helpful  for  equalizing  the  collection. 

New  publications  could  be  ordered  from  one  source,  the  library.   Con- 
sultation and  inFut  from  the  subject  specialist  could  raise  the  quality 
of  material  coming  into  the  library. 

Bibliographies,  indexes,  and  literature  guides,  are  vital  for  reference 
work.   These  materials  are  lacking  in  the  WSO  library  and  need  to  be 
built  up. 

Knowing  where  one  can  find  material  is  another  requirement  of  library 
operations.   Another  deficiency  is  the  lack  of  an  Interlibrary  Loan 
System.   This  is  an  area  that  could  be  expanded.   Across  the  street  from 
the  federal  building  is  the  State  Library.   Although  individual  employees 
of  the  bureau  have  frequented  the  State  Library,  no  formal  ties  between 
the  WSO  and  State  Library  have  been  made. 

Weeding 

Weeding  should  be  done  periodically,  preferably  before  the  first  of  each 
fiscal  year,  with  the  subject  specialists  ./no  work  with  the  material.   Mater- 
ials that  are  cross-referenced  should  be  checked  by  all  section  leaders  who 
work  with  the  material.   When  disposing  materials,  all  catalog  cards  should 
be  pulled  from  the  drawers. 
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Library  Users: 

As  the  library  improves,  Bureau  personnel  must  be  made  aware  of 
increased  services.   The  expanded  card  catalog  is  valuable  only  if  it  is 
used.   This  will  require  some  explanation  and  training  to  get  people  to 
use  it. 

Orientation  for  new  Bureau  employees  will  be  implemented  after  the 
management  assistant  is  familiar  with  the  position.   The  problems  with 
mail  distribution  and  journal  routing  will  also  be  an  area  of  study  for 
the  management  assistant.   This  is  a  critical  problem.   The  journals  are 
a  valuable  asset  to  the  collection,  but  if  they  are  not  u'sed,  they  are 
a  wasted  expense. 

Library  use  will  increase  when  the  library  becomes  an  active  contributor 
to  the  organization  and  not  just  a  storehouse  for  professional  literature. 

Reference  and  Information  Services: 

At  the  present  time  little  is  done  for  reference  services.   The  file 
clerk  does  not  have  time  for  such  services.   These  services  could  be 
implemented  only  with  additional  employees,  preferably  a  professional 
librarian. 

1.  An  interlibrary  loan  connection  would  be  an  outstanding  reference. 
This  system  was  explained  under  acquisitions. 

2.  Literature  searching  and  research:   Bibliographies  could  be  prepared 
for  individuals  working  on  projects.   Material  could  be  gathered  on 
the  subject. 

3.  Telephone  Reference:   A  greater  use  of  the  telephone  for  answering 
ready  reference  questions  and  for  better  communication  could  be 
implemented. 

4.  A  newsletter  on  recent  acquisitions,  and  other  library  information 
could  be  sent  out  periodically. 

These  are  a  few  possibilities  of  reference  services  for  long  range  goals, 
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IV.   Project: 

The  original  project  outline   provided  weekly  objectives  to  follow: 

Objectives  to  be  accomplished  by  intern  during  each  of  project's  twelve 
weeks. 

First  Week:   Inventory  and  catalog  legal  and  hard  bound  reference  material 
(Title  alone  is  not  adequate  -  especially  for  detached  dis- 
trict offices.) 

Second:      Inventory  and  catalog  pamphlet  and  paperback  reference 

material  (Title  alone  is  not  adequate  -  especially  for  de- 
tached district  offices.) 

Third:  Inventory  and  catalog  pamphlet  and  paperback  reference 
material  (Title  alone  is  not  adequate  -  especially  for 
detached  district  offices.) 

Fourth:  Prepare  "library  needs"  list  from  interviews  with  users. 
(How  can  we  develop  and  improve  a  good  library  service?) 

Fifth:       Delete  obsolete  material  with  assistance  of  user  specialists. 
(How  can  we  develop  a  "self-cleaning  library?) 

Sixth:        Inventory  and  catalog  hard  bound  reference  material  in 

library  and  users  offices.   (All  BLM  books  must  be  inven- 
toried -  not  personal  books.) 

Seventh:     Inventory  and  catalog  hard  bound  reference  material  in 

library  and  users'  of f ices.   (All  BLM  books  must  be  inven- 
toried -  not  personal  books.) 

Eighth:  Set  up  a  permanent  charge  out  and  recall  system  for  this 
office.  (All  BLM  books  purchased  must  be  turned  in  when 
employees  leaves.) 

Ninth:       Contact  and  list  services  of  Washington,  Cheyenne  Federal 
agencies,  Public  &  College   libraries.   (What  do  they  have 
to  offer  and  who  to  contact.) 

Tenth:       Prepare  library  self-service  guidelines  for  users.   (Self- 
service  instructions  posted  in  library  and  memo  to  users.) 

Eleventh:     Clear  up  unfinished  business  and  begin  written  report. 

Twelfth:      Complete  written  project  report  and  suggestions  for  improve- 
ment of  library. 
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NOTE:   Systems  developed  or  suggested  must  be  based  on  simple  maintenance 
as  no  full-time  librarian  is  available. 

At  the  first  library  committee  meeting,  it  was  established  that  getting 
a  complete  card  catalog  and  an  orderly  arrangement  of  the  material  should 
be  the  major  emphasis.   All  committee  members  agreed  that  access  by  subject 
function  code  would  be  the  most  beneficial  means  of  retrieval,  because 
bureau  members  know  the  code  for  their  subject  fields.   They  use  the  code 
for  classifying  any  paperwork  management  they  initiate. 

The  library  index  and  index  cards  were  already  in  subject  function  order 
The  existing  inventory  was  to  be  used  as  a  checklist  for  missing  material 
and  as  an  indication  of  the  material  covered  by  each  section.   However,  it 
was  out-of-date  and  incomplete,  providing  little  assistance. 

Cataloging  the  material  absorbed  the  project  time.   Its  importance  to 
the  library's  organization  was  significant  enough  to  override  the  other 
portions  of  the  project. 

The  major  responsibility  was  to  catalog  the  WSO  library.   It  was 
advantageous  to  take  a  complete  section  at  one  time.   Familiarity  with  the 
subject  was  gained  by  going  through  the  complete  series.   All  the  file  boxes 
were  emptied.   Duplicates  filed  under  different  codes  and  items  incorrectly 
cataloged  were  caught  at  this  time.   Preliminary  and  final  decisions  on  the 
proper  coding  were  done.   Some  sections  required  advice  from  the  bureau's 
personnel  who  work  with  the  subject.   These  subject  experts  assisted  in 
weeding  and  properly  coding  the  collection.   Cross  referencing  suggestions 
were  also  made  at  this  time. 

Approximately  seventy-five  boxes  were  emptied  and  will  not  be  reused 
in  the  library.   The  materials  in  the  boxes  were  cataloged,  weeded  or  placed 
in  an  article  folder.   File  boxes  are  now  used  for  items  similar  in  nature, 
such  as  back  issues  of  periodicals  or  monographs  in  a  series  put  out  by 
the  same  agency.   In  the  9220' s  -  Pest  Control,  there  are  file  boxes  broken 
down  by  pest  and  the  articles  pertaining  to  that  pest  are  located  there. 
Likewise,  in  the  5000's  -  Forest  Management,  there  are  files  boxes  for  tree 
species.   Hardbound  and  softbound  materials  were  coded  and  an  index  card 
for  each  was  made. 

Articles  and  short  reprints  were  placed  in  manila  folders  or  three  ring 
binders  at  the  end  of  the  code  or  codes  the  articles  were  classified  under. 

Some  of  the  subject  function  codes  were  expanded  for  easier  retrieval. 
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Areas  of  expansion  include  the  3500,  6601,  and  1736.   For  example: 

Tn  the  1736  River  Basin  planning  section,  the  code  was  broken  down 
into  river  basins. 

1736.1  Missouri  River  Basin 

1736.2  Pacific  Northwest  Basin 

1736.3  Pacific  Southwest  Basin 

The  project  also  included  the  establishment  of  a  Handbook  for  Library 
Users  and  a  Cataloging  Manual  which  are  included  in  the  report. 
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V.   WSO  Cataloging  Manual 

All  library  items  received  in  the  WSO  Central  Files  will  be  cataloged 
with  a  complete  call  number,  unless  the  item  is  a  short  article  or  reprint. 
The  main  entry  is  by  title.   If  the  article  is  highly  significant,  it  may 
be  placed  in  a  manila  folder  and  cataloged. 

The  cataloging  techniques  are  based  upon  the  BLM  127  9  Library  Management 
Procedures  and  the  cataloging  procedures  of  the  Montana  State  Office  as 
described  in  "Establishment  of  a  Resources  Library  System".   Adaptations 
were  made  for  the  WSO  Library. 

Materials  in  the  WSO  Library  include  hard  bound  books,  theses,  series, 
reports,  Environmental  Impact  Statements,  pamphlets,  and  proceedings,  and 
Bureau  manuals. 

The  catalog  system  is  designed  to  be  simple  yet  effective.   A  completely 
uniform  system  is  impossible  due  to  the  diversity  of  material. 

The  basic  format  is  done  in  block  form.   A  possibility  of  five  para- 
graphs can  be  placed  on  the  card.   A  simplified  typing  and  card  format  is 
used  for  uniformity. 

Sections  1736,  River  Basin  Planning^ and  1792,  1793,  Environmental  Impact 
Statements  follow  alternative  cataloging  rules  for  retrieval  purposes. 
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BLM 
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DES 

EIS 

EPA 

ER 

FES 
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USDA 

USDC 

USDHEW 

USDI 

USDL 

USDT 

USGPO 

USGS 

v. 

WSO 


Abbreviations 
appendix 

Bureau  of  Land  Management 
Copyright 

Draft  Environmental  Statement 
Environmental  Impact  Statement 
Environmental  Protection  Agency 
Environmental  Review 
Final  Environmental  Statement 
number 
pages 

plus  -  additional  pages 
U.S.  Department  of  Argriculture 
U.S.  Department  of  Commerce 

U.S.  Department  of  Health,  Education,  and  Welfare 
U.S.  Department  of  the  Interior 
U.S.  Department  of  Labor 
U.S.  Department  of  Transportation 
U.  S.  Government  Printing  Office 
U.S.  Geological  Survey 
volume 
Wyoming  State  Office 
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Definitions  for  WSO  Library  Card  Catalog 


Call  number  —     The  subject-function  classification  and  the  title 

designation  which  identifies  and  helps  locate  a  piece 
of  library  material. 

Corporate  Author  -  An  organization  or  group  of  people  that  acts  as  an 

entity:   associations,  institutions,  business  firms, 
non-profit  enterprises,  government,  specific  agencies 
of  government.! 

Cross  reference  -  The  number  at  the  top  of  the  catalog  card  and  filed 

behind  that  series  in  the  card  catalog.   The  material 
would  be  located  on  the  shelf  according  to  the  call 
number . 

Proceedings  —     The  reports,  lectures,  and/or  discussions  of  a  meeting 

or  a  convention. 

Series  —  A  number  of  separate  works  issued  in  succession  under 

a  collective  title. 

Title  designation-  The  1st  two  or  three  letters  of  the  1st  word  in  the 

title  other  than  "a",  "an"  or  "the". 

Title  page  —      A  page  at  the  beginning  of  a  publication,  bearing  its 

full  title  and  usually  the  author's  name  and  publication 
information. 


-'-American  Library  Association.   Anglo-American  Cataloging  Rules, 
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Subject  Classification 
Code  (A) 

Title  Designation  (B) 

(C)  Year 


(3  lines) 

5000 
-F023 

(D) 
(E) 
(F) 

(8  Spaces) 

(G) 
(H) 

(I) 

Title 

Author  Issuing  agency,  publisher,  date. 

Pages.   Edition  statements. 

Notes. 

Synopsis  or  contents. 

Tracings. 

(1  line  space  between 
paragraphs) 


(A)   Subject  Function  Code: 


(B)   Title  Designation: 


The  subject  function  code  is  generally  chosen 
by  the  bureau  personnel  who  will  be  working 
with  the  material.   Examine  the  material  for 
the  relevancy  of  the  code  number  to  the 
library's  existing  collection.   Cross  ref- 
erences can  be  identified  at  this  time  also. 

The  title  designation  consists  of  the  first 
two  or  three  letters  of  the  first  word  in 
the  title  other  than  a,  an,  or  the. 

Two  letters  are  used  unless: 


The  word  begins  with 

Co 
Im 
In 
Na 
Re 
Pr 

When  there  is  more  than  one  title  in  the 
same  code  with  the  same  beginning  letters, 
use  the  first  three  letters. 
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When  the  first  three  letters  are  identical, an  arbitrary  number  is 
chosen  to  represent  the  title,  keeping  in  mind  the  material  is  shelved 
in  alphabetical  order.   Intervals  of  ten  allow  for  growth  in  the  collection. 

Examples: 

ManlO  Management  of  pollution  control. 

Man50  Manual  for  pollution  control. 

EcolO  Ecology  and  man. 

Eco20  Ecology  and  population  control. 

EcoAO  Ecology  of  the  city. 

When  adding  material  to  the  collection,  it  is  important  to  check  the 
catalog  for  existing  title  designation.   The  purpose  of  a  title  desig- 
nation is  to  give  each  piece  of  material  a  unique  number. 

Material  already  in  the  collection  may  need  to  be  revised  so  its  title 
designation  is  unique. 

(C)  The  year  of  publication  is  added  to  the  call  number: 

1.   When  there  are  two  or  more  editions  of  the  same  material.  2.   When 
the  material  is  issued  periodically,  the  year  or  month  and  year  are  placed 
in  the  call  number.   Annual  reports  are  a  good  example  of  when  to  use  the 
year. 

(D)  Title:   The  title  used  on  the  card  catalog  should  be  taken  from  the 
title  page  if  at  all  possible. 

Title  and  subtitles  are  both  used  on  the  card  and  are  separated  by  a 
colon.   Example:   Bitterbrush  topping:   Shrub  response  and  cost  factors. 

The  first  word  Pr  first  two  words  in  the  title  are  capitalized  if  the 
first  word  is  a,  an,  or  the. 

Small  case  letters  are  used  for  the  rest  of  the  title  unless  there  are 
proper  words  in  the  title.   The  same  capitalization  rule  is  followed  lor 
sub-titles  after  the  colon. 

(E)  The  second  paragraph  consists  of  the  author,  publisher  and  the  date. 

Author:   The  name  of  the  author (s)  is  written  in  direct  order.   If 
there  are  more  than  three  authors,  use  the  first  author's  name  followed  by 
et.al.  John  Doe,  et.al. 
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The  author  may  be  a  corporate  body  such  as  the  Department  of  the 
Interior.   When  a  division  of  an  agency  is  used,  write  down  the  parent 
or  largest  division  first  and  proceed  down  to  the  division  who  was  respon- 
sible for  the  authorship.   Separate  the  divisions  with  a  slash.   USDI/BLM 
USDA/Forest  Service.   The  author  is  followed  by  a  period  and  two  spaces. 

Publisher:   The  company  or  government  agency  which  published  the 
material  follows  the  author.   The  publisher  is  followed  by  a  comma  unless 
there  is  no  date  and  then  its  followed  by  a  period. 

Date:   Use  the  date  given  on  the  title  page.   If  there  is  no  date  on 
the  title  page  use  the  copyright  date  proceeded  by  a  small  case  "c". 
(c.1957.)   Use  the  latest  copyright  date  but  not  the  latest  printing  date. 

(F)  Pagination:   The  number  of  pages  is  recorded  according  to  the  last 
numbered  page.   If  there  are  additional  pages  at  the  end  of  the  book, 
unnumbered  or  numbered  with  Reman  numerals,  use  the  page  number  and  a  plus 
(+)  designation.   23+  p. 

Edition  statement:   If  there  is  more  than  one  edition  for  the  item^put 
which  edition.   Example:   2d  ed. 

(G)  Notes: 

Information  in  the  notes  may  include: 

1.  Series  information. 

a.  The  name  of  the  series. 

b.  The  holdings  of  a  series  -  indicated  by  Holdings  include: 
with  the  dates  or  volumes  numbers  listed  below: 

Holdings  include: 

1965 
1966 
1967 

2.  Proceedings  information. 

Location  and  dates  of  the  conference  or  seminar. 

3.  Reports,  (annual,  biennial). 

Holdings  include:   with  the  dates  listed  below  it. 

1969 
1970 
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(H)   Synopsis  or  content  notes. 

Information  which  aids  in  the  understanding  of  the  contents   of  the 
material  is  included  in  the  content  notes. 

A  synopsis  of  the  material  may  range  from  one  sentence  to  a  paragraph. 
Many  of  the  Department  of  Agriculture  Forest  Service  Research  papers  include 
catalog  cards  with  the  material.   Although  the  library  cannot  use  the  card 
itself  the  synopsis  can  be  retyped  or  pasted  onto  the  WSO  cards.   Content 
notes  may  be  taken  from  the  table  of  contents  and  can  be  written  in  sentence 
fragments. 

(I)   Tracings: 

Tracings  are  typed  on  the  bottom  of  the  main  card.   Tracings  indicate 
where  other  cards  on  the  same  item  are  located.   This  gives  control  to  the 
cross  -referencing  system  and  the  card  catalog  itself.   They  are  numbered: 

1.   (3900).   2.   Traffic  in  America  Series. 

Variations  of  the  basic  card: 

Hardbound  and  softbound  items  are  cataloged  under  the  basic  card  rules 
unless  they  get  under  a  specific  type. 

Proceedings:   Title  designation  for  proceedings  is  taken  from  the  name  of 
the  conference  or  organization.   (Proceedings)  follows  the 
title.   Capitalize  Proceedings  and  place  in  parenthesis. 
The  location  and  dates  of  the  conference  are  put  in  the  notes. 

Annual,  Biennial  Reports:   Title  designation  for  reports  is  taken  from  the 

title  of  the  material  not  including  words  such  as 
annual  report.   (Annual)  or  (Biennial)  follows  the 
title.   Capitalize  the  word  and  place  it  in 
parenthesis. 

Special  sections  of  the  library:   Certain  sections  of  the  library  required 
alternative  rules  for  cataloging. 

1736  River  Basin  planning. 

General  river  basin  planning  material  is  placed  in  1736. 

The  subject  function  code  is  broken  down  numerically  by  the  river  basin. 

1736.1  Missouri  River  Basin 

1736.2  Pacific  Northwest  River  Basin 

1736.3  Pacific  Southwest  River  Basin 
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The  material  is  classified  alphabetically  within  the  code  by  the  name 
of  the  tributary.   For  example:   The  Platte  River  material  is  given  the 
code  1736.1,  PI. 

A  numerical  number  is  chosen  if  the  item  needs  an  addition  to  make  its 
call  number  unique.     1736.1,  PI  30. 

1792  Environmental  Impact  Statements. 

Environmental  Impact  Statements  (EIS)  are  cataloged  and  arranged  in 
alphabetical  order  according  to  the  name  of  the  project  or  the  location  of 
the  project.   Environmental  Impact  Statements  on  the  Powder  River  Basin 
would  have  the  call  number  1792  Po  for  Powder  River  Basin.   The  Highway 
Department  (EIS)  are  cataloged  by  the  county,  if  available,  or  by  the 
highway  name.   All  EIS  will  have  a  catalog  card  in  the  1792  section.   When 
an  EIS  has  been  reviewed  by  BLM,  it  receives  an  ER  number.   Environmental 
reviews  (ER)  are  kept  in  the  files  until  the  drafts  are  received  by  the 
library.   At  this  time  any  correspondence  is  stapled  into  the  inside  cover 
or  a  manila  packet  is  made  and  set  beside  the  material  on  the  shelf.   These 
EIS  are  put  in  order  on  the  1793's  by  the  ER  number.   A  card  is  made  and 
placed  in  the  1792  section  in  alphabetical  order  and  one  is  placed  in  the 

1793  section  in  the  order  of  the  ER  number. 

When  final  copies  of  an  EIS  are  received,  draft  copies  may  be  thrown 
away  unless  the  impact  statement  was  done  by  BLM. 

Marking  the  Library  Material 

The  material  is  marked  with  its  call  number  in  the  upper  left  hand  cor- 
ner and  on  the  spine  if  at  all  possible.   A  marker  with  permanent  black  ink, 
such  as  a  laundry  marker,  is  best. 

Material  with  dark  covers,  where  black  ink  would  not  show,  requires 
additional  attention.   White  self-adhesive  tabs  are  placed  on  the  material 
with  the  call  number  printed  on  them.   A  coating  of  mod-podge  or  white  glue 
such  as  Elmers'  is  put  over  the  tab.   This  glue  dries  clear  and  the  tabs 
will  remain  intact. 
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VT.   WSO  Library  Handbook: 

Central  Files   —   Room  4026   —  Extension  2388 

Library  materials  are  arranged  by  the  BLM  subject  function  classifi- 
cation code.   Within  each  division  the  material  is  arranged  alphabetically 
by  title. 

Materials  found  in  the  library  include  BLM  Manuals,  bureau  orders, 
instruction  and  information  memos,  hardbound  books,  reports,  environmental 
statements, printouts  and  legal  material. 

All  the  library  materials  are  given  a  subject  function  code.   The  sub- 
ject function  classification  chart  and  its  alphabetical  index  will  be  of 
assistance  in  locating  the  material. 

Shelf  Arrangement:  Within  each  code  division  the  arrangement  is  hardbound 
books  and  softbound  material,  articles  and  short  reprints,  journals  - 
(Back  issues). 

Hardbound  books  and  softbound  materials:   Are  interfiled  alphabeti- 
cally by  title.   They  are  given  a  title  designation  in  addition  to  the 
code.   The  title  designation  represents  the  first  two  or  three  letters 
in  the  title  other  than  "a",  "an",  or  "the".   This  is  the  call  number  or 
identification  number.   Articles  and  short  reprints  are  given  code  only. 
They  are  kept  in  manila  folders  or  binders  at  the  end  of  the  section  of 
the  same  subject  function  code. 

Journals:   That  are  retained  are  categorized  in  the  most  general  code 
and  kept  in  green  file  boxes  at  the  end  of  the  section.   Current  journals 
are  kept  on  the  Southeast  wall  of  Central  Files.   Only  the  past  four  to 
six  issues  of  the  majority  of  journals  are  retained.   Journals  kept  for 
longer  periods  are  stored  in  the  library  under  its  subject  function  code. 

Bibliographies  and  Guides  to  the  Literature:   Bibliographies  and  guides 
to  the  literature  are  interfiled  with  the  hardbound  and  softbound  materials, 
They  have  a  complete  call  number. 

Charge  Out  System:  Charge  out  cards  are  available  on  the  table.  Put 
the  title  and/or  the  call  number,  your  name,  and  the  date  on  the  card  and 
place  the  card  in  the  space  where  the  material  was  taken  out. 

Returning  Material:   Return  material  to  the  incoming  box  instead  of 
putting  it  back  on  the  shelf. 

Loan  Policy:   There  is  not  a  set  time  limit  for  charging  out  materials 
except  manuals  which  are  limited  to  3  days. 
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Definitions  for  WSO  Library  Card  Catalog 


Call  number  - 


Corporate  Author  - 


Cross  reference  - 


The  subject-function  classification  and  the  title 
designation  which  identifies  and  helps  locate  a 
piece  of  library  material. 

An  organization  or  group  of  people  that  acts  as  an 
entity:   associations,  institutions,  business  firms, 
non-profit  enterprises,  government,  specific 
agencies  of  government. 

The  number  at  the  top  of  the  catalog  card  and  filed 
behind  that  series  in  the  card  catalog.   The  material 
would  be  located  on  the  shelf  according  to  the  call 
number . 


Proceedings  - 


Series  - 


The  reports,  lectures,  and/or  discussions  of  a 
meeting  or  a  convention. 

A  number  of  separate  works  issued  in  succession  under 
a  collective  title. 


Title  designation 
Title  page  - 


The  first  two  or  three  letters  of  the  first  word  in 
the  title  other  than  "a",  "an",  or  "the". 

A  page  at  the  beginning  of  a  publication,  bearing 
its  full  title  and  usually  the  author's  name  and 
publication  information. 
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Abbreviations 

app.  appendix 

BLM  Bureau  of  Land  Management 

c.  Copyright 

DES  Draft  Environmental  Statement 

EIS  Environmental  Impact  Statement 

EPA  Environmental  Protection  Agency 

ER  Environmental  Review 

FES  Final  Environmental  Statement 

//  number 

P-  pages 

+  plus  -  additional  pages 

USDA  U.S.  Department  of  Argriculture 

USDC  U.S.  Department  of  Commerce 

USDHEW  U.S.  Department  of  Health,  Education,  and  Welfare 

USDI  U.S.  Department  of  the  Interior 

USDL  U.S.  Department  of  Labor 

USDT  U.S.  Department  of  Transportation 

USGPO  U.S.  Government  Printing  Office 

USGS  U.S.  Geological  Survey 

v.  volume 

WSO  Wyoming  State  Office 


2r> 


The  card  catalog  is  in  order  by  subject  function  code.   Within  each 
code  breakdown  the  cards  are  arranged  alphabetically  word  by  word  by  title 
of  the  material. 


(4000)  -  H 

(A)   6710 

Wi30   (B)   -  Wildland  shrubs-their  biology  and  utilization. 

(C)   -  USDA/Forest  Service/Intermountain  Forest  and  Range 
Experiment  Station.   August  1972.   (C3) 

(Dl)  -  494  p.   (D2)-2d.  edition. 

(E)  -  Research  paper   INT-1 

(F)  -  A  descriptive  manual  of  Wildland  Shrubs  of  the  Western 

Region. 

Information  on  the  card  may  include: 

A.  The  call  number  in  the  upper  left  hand  corner  tells  where  the  material 
can  be  found.   The  top  line  is  the  subject  function  code.   The  second 
line  is  the  title  designation,  taken  from  the  first  word  in  the  title 
other  than  "a",  "an",  or  "the".   The  number  is  an  arbitrary  one  added 
to  give  each  piece  of  material  a  unique  call  number  and  to  have  every- 
thing in  alphabetical  order. 

B.  The  title  of  the  material. 

C.  The  author,  Cl  the  author  may  be  a  person  or  an  organization.   C^ 
Publisher  and  c3  date. 

D.  Dl  The  number  of  pages.   If  additional  pages  are  included  in  the 
material,  index  or  appendix,  use  a  +  designation  after  the  number  of 
pages.   D2  Edition  statement.   If  there  is  more  than  one  edition  of 
the  material,  the  edition  number  of  the  item  is  placed  on  the  card. 

E.  Notes:   This  includes  information  about  the  material  such  as  the  number 

of  holdings  of  a  series,  or  the  number. 

F.  Snynopsis  or  content  notes:   These  notes  give  additional  information 

about  the  material.   (3500) 

G.  This  card  would  be  filed  within  the  3500' s  in  alphabetical  order  because 
the  material  has  information  about  the  subject-function  code,  but  the 
material  would  be  found  on  the  shelf  according  to  the  call  number  found 

on  the  upper  left  hand  corner. 
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4000  -  RANOI  MANAGEMENT 
4100  ••  GRAZ I  IG  ADMINISTRATION 
4110  -  Inside  Grazing  Districts 

4111  -  Awards  of  Grazing  Privileges 
.1  Qualifications  of  Applicants 

.2  Base  Property  Qualifications  and 

Class! f lcatlon 
.3  Adjudication  and  Apportionment  of  Grazing 

Privileges 
.4  Adjustments  of  Grazing  Privileges 

4112  -  Management  Practices 

.1  Management  Considerations 

.11  Multiple-Use  Objectives 

.12  Requirements 

.11  Allotments 

.14  Range  Improvements 

.IS  Allotment  Management  Plana 

.16  Grazing  Management  System 

.17  Management  of  Rehabilitated  Areas 
.2  Designation  of  Ranges  for  Particular 

Kinds  of  Livestock 
. 3  General  Rules  of  the  Range 
.4  Subletting  of  Grazing  Privileges 
.5  Southwest  Desert  Range 
.6  Cheat  grass  Ranges 
.7  Mediterranean  Annual  Rangea 

4113  -  Supervision  and  Inspection 

.1  Procedure  for  Enforcement  of  Rules  and 
Regulations 

4114  -  Advisory  Boards  and  Local  Associations 
.1  Gracing  District  Advisory  Boards 

.2  State  Advisory  Boards 

.3  National  Advisory  Board  Council 

.4  Local  Associations  of  Stockmen 

4115  -  Records  and  Administrative  Procedures 
.1  Records 

.11  Caae  Records 
.12  Grazing  Capacity  Data 
.13  Allotment  File 
.14  Dependent  Property  Surveys 
.15  Unit  Adjudication  Records 
.16  Reporte 
.2  Procedures 

.21  Licensee  and  Permit  Procedures; 

Requirements  and  Conditions 
.22  Transfers  and  Relinquishments 
.23  Appeals  and  Hearings 
.24  Special  Rules  for  Grazing  Districts 
.25  Range  Improvements  and  Contributions 
.26  Pledge  of  Licences  and  Permits  as 

Security  for  Loana 

4116  -  LU  Project  Lande 

.1  Transfers  from  USDA  to  Interior 


41.T1  -  Crazing  A.lm'nl:;:  i  at  Ion  (On1  side  Crulng 
'1st  rl.ls) 

4121  -  Awards  of  (irarlng  Leases 

.1  Qualifications  of  Applicants 

.2  Adjudication  of  Applications  for 

Grazing  Leases 
.3  Adjustments  of  Crazing  Use 

4122  -  Management  Practices 
.  1  Conslderat Ions 

.2  Designation  of  Ranges  for  Exclusive  Use 

by  Specified  Grszlng  Animals 
.3  General  Rules  o(  the  Range 

4123  -  Supervision  and  Inspection 

4124  -  Local  Associations 

4125  -  Records  and  Administrative  Procedures 
.1  leasing  Procedures;  Requirements  snd 

Condi t Ions 
.2  Cancellation  or  Reduction 
.3  Aeslgnment  or  Relinquishment  of  Grazing 

Leases 
.4  Range  Improvements  and  Contributions 
.5  Pledges  of  leases  as  Security  for  Loans 
.6  Records 

4130  -  Grazing  Admlnlsc ration  (Alaska) 

4131  -  Grazing  Leases 
.1  Conditions 

.2  Procedures 

.3  Disposition  of  Leased  Lands 

.4  (Unasslgned) 

.5  Protests,  Hearings,  and  Appeals 

.6  Trespass 

4132  -  Grazing  Permits  (Reindeer) 
.1  Conditions 

.14  Rights  Reserved:  Public  Land  Laws 

Applicable 
.15  Location,  Settlement,  Entry,  and  Other 
Disposition  of  Lands  Included  in 
Grszlng  Permit;  Notice  to  Permittee  of 
Disposition  and  Reduction  of  Permitted 
Area 

.2  Procedures 

.3  Protests 

.4  Trespass 

4133  -  Management  Plans 

4134  -  Use  Supervision 

4135  -  Records 

4136  -  Societies  and  Association?-. 
4200  -  (UNASSIGNED1) 

4300  -  (UNASSIGNED) 
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Supersedes  Rel.  1-8/0 
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4400  -  studies 

4410    Management  Studios 

4411  -  Basic  Requirements 
.  1  Plant  Tcology 
.  2  P  l.int  Physiology 
.  I  I'lam  Taxonomy 

.11  Plant  Symbols  and  'lames 

4*1J  -  Physical  Resource  Studies 

.1  llesource  Inventories 

.2  Range  Studies 

.  1  LRUS 

441J  -  Allotment  Management  Plan  Evaluation 
.1  Interrelationship  of  Studies 
.2  Management  Evaluation 
.  )  ;  valuation  Conclusions 
.4  Subsequent  Evaluation 
.5  Record  Keeping  and  Filing 

4414  -  Special  Studies 

4415  -  Information  and  Results 
.1  Physical  Resources 

.2  Economics 

.21  Principles  and  Theories 

.22  Methods  and  Techniques 

.23  Fees  and  Charges 

.24  Ranch  Analyses 

.25  Livestock  Industry  Analyses 

. 26  Resource  Tenure 

.27  Economic  Analyses 
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4/00  -  '.,'llii,  I  It'.  1  -ROAM  IMC  HORSK  AND  BURRO 

MA:. .A.. I  Ml  i! 

4710    Management  Principles 

4 1  I  1    Management    .ordination 
i»      .1  R.- commend  at  Ions  from  the  Joint  National 
Advisory  Hoards  on  Wild  Free-Roaming 
Horses  and  Burros 
.2  Slate  Agencies 
.3  Cooperative  Agreements 
.4  District  Advisory  Boards  *" 

4712  -  Management  Consideration 
.1  Management;  General 

.11  Planning 

.12  Intensity  of  Management 

.11  Habitat  Reservation  and  Allocation 

.14  Management  Tools  and  Techniques 
.2  Establishment  of  Specifically  Designated 

Ranges  or  Herd  Management  Areas 

.21   Designation 

.22  Criteria  for  Designation 

.2  I  Management  Plan 
.3  Removal  and  Relocation  of  Animals 

.  31  Method  of  Capture 

.37  Relocation  of  Animals 

. 33  Disposal 

. 34  Acts  of  Mercy 

. 35  Disposal  of  Carcasses 
.4  Animals  on  Private  Lands 

.41  Allowing  Animals  on  Private  Lands 

.42  Active  Maintenance  of  Animals  on 
Private  Lands 

.4  3  Removal  of  Animals  from  Private  Lands 

■♦4713  -  Protection  of  Wild  Free-Roaming  Horses 
and  Burros  in  the  Identification  and 
Removal  of  Claimed  and  Trespass  Horses 
and  Burros 

.1  General 

.2  Action  on  Claims 

.3  Action  in  Absence  of  Claims 

.4  Disposal  of  Unclaimed  Trespass  Horses  and 
Burros 

.5  Records  and  Filing 

4  7  14  -  l.nforcement  Provisions 

.  1  Arrest 

.2  Penalties 

.3  Related  Prohibitions  and  Penalties 

4800  -  AUTOMATIC  DATA  PROCESSING 
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Subject-Function  Classification  Chart 


■H'.Df)    -    FOREST   MANAGEMENT 

S  10  -  Interagency  Cooperation 

S020  -  Other  Cooperation 

503')    -   Ma  ior   Pro  jects 

S'V'.o  .  Sustained  Yield  Units  and  Cooperative 
Agreements 

SOil  -  Annual  Productive  Cepeclty 

5042  -  Master  Unite 

3043  -  Suetalned-Yleld  Forest  Units 

5044  -  Cooperstlve  Suat alned-Ylald  Agreements 

5045  -  Exchanges 

.1  0.  and  C.  TlmberJande 

.2  Public  Domain  Tlmberlande 

5050  -  Exports  and  Imports 

SO  SI  -  Exports-Imports  Canada 

5052  -  Exports-Imports  Japan 

5053  -  Exports- Imports  Other  Nations 

5060  -  Field  Studies 

5061  -  Silviculture 
.1  General 
.2  Reforeststlon 
.3  Precommerclel  Thinning 
.4  Commercial  Thinning 
. 5  Fertilization 
.6  Genetics 
.7  Harvesting 

.71  Logging  Techniques 

.72  Effects  of  Logging  on  Other  Forest 
Resources 

5100  -  FOREST  MANAGEMENT  PLANS 

5110  -  Timber  Management  Plans 

5111  -  Stand  Surveys 

5112  -  Preparation  and  Content 

5113  -  Format 

5114  -  Review  and  Approval 

5115  -  Revisions  and  Updating 
5120  -  Revisions 

5130  -  Timber  Access  Plans 
5140  •  Reports  and  Statistics 
5200  -  FOREST  MANAGEMENT  PROGRAM  DEVELOPMENT 
5210  -  Extensive  Forest  Inventories 

5211  -  Unit  Determlnstlon 

5212  -  Design  Criteria  i 

5213  -  Photography 


5214  -  Photo  Interpretation 

5215  -  Field  Procedures 

5216  -  Processing  of  Inventory  Data 

5217  -  Special  Reports 
5220  -  Studies  and  Analyaes 
5230  -  Forest  Modeling 

5240  -  Alloweble  Cut  Planning 
5250  -  Intensive  Forest  Inventories 
5260  -  Timber  Depletion  end  Ststlstlcs 
5300  -  TIMBER  MEASUREMENTS 
5310  -  Cruising 

5311  -  Techniques 

5312  -  Form  Claas 

5313  -  Volume  Tables 

5314  -  Log  Grades 

5315  -  Lumber  Yields 
5320  -  Scaling 

5330  -  Conversions 
5340  -  Data  Processing 
5350  -  Recovery  Studies 
5360  -  Reports  end  Statistics 
5400  -  SALES  OF  FOREST  PRODUCTS 

5401  -  Advertised  Ssles 

5402  -  Other  Than  Advertlaed  Salea 


5403  -  Lands  Considered  Withdrawn  or  Classified 
for  Power  Purposes 

5410  -  Annual  Timber  Sale  Plan 

5411  -  Preparation  of  Plan 

.1  Factors  In  Development  of  Plan 
.2  Development  and  Uae  of  Plan 

5420  -  Preparation  For  Sale 
.1  Timber 
.2  Minor  Foreat  Products 

5421  -  Sale  Layout 
.1  Plan 

.2  Supervision 

.3  Boundaries 

.4  Deslgnstlng  Forest  Products  To  Be  Sold 

.5  Sale  Area  Mapping 

5422  -  Volume  Measurements 

5423  -  Appraisal 
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1220  -  PAPERWORK  MANAGEMENT 
Subject-Function  Classl f lcat Ion  Chart 


3424  -  Preparation  uf  Contract  and  Exhibits 
.1  Contract  File  Organization 
.2  Advertlaed  Sales 

.3  Cash  Sale  of  Vegetative  Resources 
..  Ncnadvert lsed  Sales 
. 3  Contract  Numbering  Procedure 

5430  -  Advertisement 

.1  Advertising  Requirements 

.2  Timber  Sale  Notice 

.3  Timber  Sale  Prospectus 

54*0  -  Conduct  ot  Sales 
.1  S.i  le  Procedures 

344  1  -  Advertised  Salts 

.)  Salifications  of  Bidders 

.2  withdrawal  of  Tract  From  Advertising 

5442  -    Bidding   Procedures 

5443  -    Ninety-Day   Sales 

.1  Provisions  for  90-Day  Sales 

.2  Special  Advertising  Procedures 

.3  Accepting  Bids 

.4  Declaring  High  Bidder 

.  5  Withdrawal  of  Sale 


5444 


Non-Advertlaed  Sales 


5445  -  Post-Sale  Actions 

.1  Declaration  of  High  Bidder 

.2  Confirmation  of  High  Bid 

.3  Reports 

5450  •  Award  of  Contract 

.1  Pre-Award  Qualifications  of  High  Bidder 

.2  Failure  of  High  Bidder  to  Qualify 

.3  Record  of  Qualifying  Information 

5451  -  Performance  Sonde 
.1  Types 

.2  Computation  of  Amount  of  Bond 
. 3  Level  of  Bonding 

5452  -  Methods  of  Payment 
.1  Applicability 

.2  Cash  Payments 

.3  Installment  Payments 

5453  -  Letter  of  Award 

.1  Preparation  of  Letter 

.2  Time  Limit  for  Returning  Signed  Contract 

.  3  SBA  Set-Aside  Sale* 

5454  -  Execution  of  Contract 

. 1  Determining  Acceptability  of  Executed 

Contract 
.2  Right  of  Appeal 
. 3  SBA  Road  Loan  Application 


5455  -  Approval  of  Contract 

.1  Processing  Properly  Executed  Contrect 

5460  -  Sales  Administration 

5461  -  Contract  Payment 

.1  Cutting  or  Logging  Progress  Reporting 

.2  Kecelpt  of  Payments 

5462  -  Contrsct  Inspection 

.1  Delegsted  Representative 

.2  Inspection  Frequency 

.3  Inspection  Report 

.4  Inspecting  Records 

.5  Instructions  to  Purchaser 

.6  Scsle  Sales 

5463  •  Expiration  of  Time  for  Cutting  and 

Removal 
.1  Prior  Notice 
.2  Extension  of  Time 

5470  -  Contrsct  Modification  -  Extension  - 
Assignment 

5471  -  Contract  Modification 

5472  -  (Unasslgned) 

5473  -  Extension  of  Time  For  Cutting  and 

Removal 
.1  Application 

.11  Letter  Content 
.2  Evaluation 

.21  Rejection  of  Request 

.22  Approval  of  Request 

5474  -  Contrect  Assignment 
.1  Conditions 

.2  Method  of  Assignment 
.3  Performance  Bond 

5480  -  Contract  Violation,  Suepenelon, 
Cancellation,  Termination 

5481  -  Contract  Violation 

.1  Damage  to  Raaerve  Timber 

.2  Fire  Damage 

.3  Damage  to  Utilities  and  Improvements 

.4  Nonperformance 

5482  -  Suspension  of  Contract 

.1  Reasons  for  Suspending  Operations 
.2  Failure  to  Remedy 

5483  -  Cancellation  of  Contract 
.1  Method 

.2  Determination  of  Damages 

5484  -  Termination  of  Contract 
.1  Timeliness 

.2  Termination  Actions 

5500  -  NON-SALE  DISPOSALS 
.1  Free-Use  Permits 
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Subject-Function  Classification  Chart 


5510  -  Free  Use  ot  Timber 
5520  -  Free  Use  of  Other  Forest  Products 
5600  -  SILV1CULTURAL  PRACTICES 
5610  -  General  Sllvlcultural  Applications 

5611  -  Lodgepole  Pine 

.1  Sllvlcal  Information 

.2  Collecting  Timber  Stand  Data 

. 3  Growth  and  Yields 

.4  Stand  Management  Guides 

. 5  Harvesting 

.6  Regeneration 

.7  Reducing  Hazards 

5612  -  Ponderosa  Pine 

.1  Management  Considerations 

.2  Sllvlcultural  Considerations 

.3  Present  Timber  Stand  Situation 

.4  Young  Growth  Management  Consideration 

.5  Yield  Projections 

5613  -  Engelmann  Spruce 

.1  Management  Considerations 

.2  Present  Timber  Stand  Situation 

.3  Yield  Predictions 

.4  Young  Growth  Management  Considerations 

.5  Site  Preparation 

.6  Engelmann  Spruce  Harvesting 

.7  Injurious  Agents 

5620  -  (Unasslgned) 

5630  -  Cutting  Methods 

5640  -  Logging  Methods 

5650  -  Multiple-Use  Relationships 

5700  -  FOREST  DEVELOPMENT 

5701  -  (Unasslgned) 

5702  -  Funding 

5703  -  Records  and  Annual  Reports 

5704  -  (Unasslgned) 

5705  -  Regeneration  Stocking  Surveys 
5710  -  Reforestation 

5711  -  Site  Preparation 

5712  -  Tree  Seed 

5713  -  Tree  Seedlings 

5714  -  Seeding 

5715  -  Planting 

5716  -  Protective  Measures 

5717  -  Release  Treatments 


720  -  Site  Productivity  Improvement 

57 21  -  Fei t  illzat Ion 
5730  -  Genetic  Improvements 
5740  -  Stand  Improvement 
►5741  -  Precommerclal  Thinning 

5742  -  Commercial  Thinning 
5750  -  Stand  Conservation 
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Alphabetical    Indu* 
Subject-Function   C  (.assi  i  '  :.i    Li 


..l;arr 


Abandonment,  Property 
Abbreviations,  Signs 
Absence   1400-630 
Accepting  Bids   5443 


L524.5 
9130 


Access 

Hunting  and  Fishing  6500 
Recreation  6250 
Rights-of-Way   2800 
Timber  Planning   5130 

Accident 

Investigations   1112.2 

Prevention   1112.1;  9244 

Report,  Motor  Vehicle   1112.3 
Accountability 

Personal  Property   1522.2 

Real  Property  1532 

Accounting 

Allotment  Ledger   1310 

Control  1372.3 

Cost   1320;  1321 

Document  Coding  1314.5 

Fiscal   1300 

Forms  Index  1390 

General  Ledger  Control   1311 

Imprest  Fund   1385 

Principle*  and  Standards   1301 
Receipts,  Distribution   1373 
Records   1383.6 
Reimbursement   1312.8 

Accounts 

Allotment  and  Appropriation   1312 

Delinquent   1375 
Accrual  Accounting   1300 
Acquired  Lands,  Records   1275.5 

Acquisition 

Add-On,  Personal  Property   1521.16 

Easements  by  Purchase  Condemnation   2130 

Lands   2100 

Personal  Property   1521.1 

Real  Property  1531 
Acquisitions   2100 

Act 

Alaska  Housing   2772 

Civil  Rights  of  1964   1860.5 

Of  1880  1822.3 

Of  1908  1822.4 

Public  Sale  2771 

Recreation  and  Public  Purposes   2740 

Special  Leasing  3560 

Specific  to  Alaska,  Forest   5490 


Acting  Officials   1003 
Actions,  Processing  Personnel 
Activity  Plan,  Lands   2050 
Actual  Subsistence   1382.4 


1400-296 


Aikl-On    Acquisitions,    Personal    Property       1521.  lti 
Address,    Forms   of       1541.8 
Adjudication      1870 
Ail  ]ustments 

BLM-FS   Analysis      2081 

Disbursements      1376.5 

Railroad   Grants      26  )0 

Vouchers      1521.4 

Adralnlstrat Ion 

Contract       1510-70 

Grazing     4100 

Inside   Crazing  Districts     4110 

Pay     1400-532 

Public  Procedures   1800 

Sales   5460 

Administrative 

Boundary  Change   1212.3 
Buildings  9150 
Dismissal   1400-610.5 
Procedures,  Public   1800 
Review  1830 
Services  1500 
Sites,  Withdrawals   2315 
Use,  Disposals   5520 

ADP  Codes   1265.9 

Advance  ol  Funds  for  Travel  Expense   1382.5 

Adverse 

Actions   1400-751;  1400-752 
Claims,  Locatable  Minerals   3871 
Claims,  Protests  and  Conflicts   3870 

Advertised  Sales,  Forest  Products   5401 
Advertisement,  Forest  Products   5401;  5430 
Advertising  1510-2;  1511;  2921 
Advices 

Accounting   1372 

Program  1613 

Advisory 

Board   1784;  7142 

Boards,  Contributions   7142 

Boards,  Grazing  4114 

Boards  Wildlife  Members   6503 

Committees   1230.14 

Recommended  Classifications   1400-511 

Aeria  1 

Photography   9163 

Tanker  Contracts   1510-1.7001 
Affirmative  Action  Plan   1400-713 
Agency 

Health  Programs   1400-792 

Agreemenr s 

Cooperative   1786 

Cooperative  Sustalned-Yleld   5044 

Employment   1400-301.5 

Geothermal   3201 

International   1776 

Recreation  6520 

WilJlife   6521 
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Alphabetical  Index 
Subject-Function  Classification  Chart 


Agriculture 

Department  of   7261 

trespass   9234 
AID  and  Medical  Clearances   1400-301.5 
Aircraft,  Use  of   1525.2;  9410;  9420 
Air  Facilities   9111 
Alrforce  Withdrawals   2334 
Air  Operations   9400 
Airport   9111 

Crants,  FAA   2640 

Leases   2911 

Alaska 

Forest  Management   5490 

Fur  Farm,  Leases   2916 

Grazing  Administration  (Alaska)  4130 

Homestead  Settlement   2567 

Mousing  Act   2772 

Native  Townaltes   2564 

Non-Native  Townsites   2565 

Occupancy  and  Use  2560 

Public  Sale  Act  (Mineral  Location)   3822 

Railroad  Townsites   2566 

Railroads,  Wagon  Roads,  and  Tramways  2841 

Sales  (PSA)   2770 

Special  Considerations  2095 

State  Grants  2620 

Allocation,  Energy  Minerals   3080 
Al lotment 

Apportionments  1626 

Appropriation  Accounts  1312 

Evaluation  4413 

File  4115 

Indian   2530 

Ledger  Accounting  1310 

Management  Plan  Evaluation   4413 

Pay   1400-550.3 

Allotments,  Native  (Alaska)   2561 
Allowable  Cut  Planning,  Forest  5240 
Allowance  and  Benefits,  Employment   1400-301. 
Allowances  in  Non-Foreign  Area*  1400-591 

Analysis 

Benefit-Cost   9521 

Cost  Effectiveness   9522 

Environmental   1791;  6211 

Evaluation  1162 

Forest  Program  Development   5220 

Input/Output   9523 

Land  Resource   2020 

Management   1200 
Operations   9524 
Regional   9525 
Visitor  Use  6112 
Water  for  Fisheries  6674 
Watershed   7320 
Wildlife  Habitat   6610 

Animals,  Claimed  and  Trespass  4713 
Anniversary  Date   1400-430 
Announcing  Visits   1101 


Annual 

Leave   1400-210.2;  1400-610.1;  1400-630.1 

Management  Review   1400-310.8 

Productive  Capacity  5041 

Timber  Sale  Plan  5410 

Work  Plan   1610 

Work  Plans  and  Reports   1630 

Annuities   1400-800 

Antelope,  Pronghorn  6601 

Anti-Litter   6211 

Antiquities   2092;  3605.6;  6231;  9251 

Antitrust  Violations   1510-1.9 

Appeals 

EEO   1400-713 

Hearings,  Grazing  4115 

Performance  Rating  1400-430 

Position  Description  1400-511.4 

Procedures   1840 

To  Agency  1400-771 

To  Commission,  Grievances  1400-772 

To  Director  1842 

Wage  Grade  1400-532.5 

Application  Procedures   1820 
Applications 

Land  Disposal  9381 

Mineral  Patent   3860 

Silviculture  5610 

Withdrawals  2351 
Application  and  Lease  4120 

Appointing  Documents  1400-301.5 
Appointment  and  Removal,  Power  of   1400-311 
Appointment,  Career  and  Career-Conditional 
1400-315 

Appraisal   9300 
Condemnation  9340 

Easement  and  RIght-of-Way  9320;  9330 
Employee  1400-430 
Forest  Products  5423;  9350 
Management   1250 
Mineral  9380 
Mineral  Material  9370 
Organic  Material   9360 

Performance   1400-301.9;  1400-430 

Personnel   9  390 

Process  9130 

Real  Estate  9320 

Requests   9321 

Review  9313 

RIght-of-Way  9330 

Standards  9301 

Verification  9312 

Appraisers 
Fee  9392 
Staff   9391 
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Alphabetical  Index 
Subject-Function  C  1  assI  f  ic.it  Ion  Chart 


A[)pro|>r  lat  I  on 

Allocations   1625 
Allotment  Accounts   1312 
Available  Receipts   1312.9 

Approval  of  Contracts   5455 
Aquatic  Studies   6770 
Areas 

Primitive   6221 

National  Conservation   6245 

National  Scenic   6244 

Natural   6225 

Areas  and  Sites 

Designation  of  2070 

Subject  to  Special  Mining  Laws   3820 

Arkansas  Drainage   2784 

Army  Withdrawals   2332 

Artificial  Vegetation  Manipulation  6712 

Asphalt  In  Oklahoma   3562 

Assessment  Work  3850 

Assignments 
ADO   1382 

Intergovernmental   1400-334 
Leases   3241 

Minerals  Other  Than  Oil  and  Gas   3506 
0CS   3306 
011  and  Gas  3106 

Assistance 

Legal   1875 

Technical  1771 
Assistant  Disbursing  Officer   1111.6;  1383 
Associations  and  Societies   1789;  4136 
Atomic  Energy  Commission,  Withdrawals  2342 
Attendance  and  Leave   1341;  1400-600 
Attandanca  at  Heatings   1788 

Audit 

File  1271 
Followup  1306 
Imprest  Fund  1385.7 
Personnel   1400-273 
Procurement   1510-51 
Transportation  Expanses  1382.8 
Travel  Voucher   1382.9 
Voucher,  Disbursements  1376.4 

Authority 

Delegation  of  1214 
Directives  Signing  1221.3 
Procurement   1510.03 

Authorization 

Overtime   1400-550.1 

Travel  1382.1 
Automated  Courtesy  Notices   1371 
Automated  Financial  Reports  1312 
Automatic  Data  Processing   1265;  4800 
Automatlve  Maintenance  1525 
Aviation  Fields,  Public,  Withdrawals  2317 


Award  of  Contract,  Forest  Products   5450 
Awards 

Contributions   1400-410 

Grazing  Leases   4121 

Grazing  Privileges   4111 

Incentive   1400-451 

Quality  Increase   140(1-451 

Safety   1112.5 

Special  Achievement   1400-451 


B 


Balance  Sheet   1368 

Bankruptcy  Claims,  Delinquent  Accounts   1375.7 

Base  Studies  and  Projections,  Economics  9550 

Basic  Guidance  1602 

Benefit-Cost  Analysis  9521 

Benefits,  Employee   1400-310.2;  1400-831.4; 

1400-850;  1400-890 
Bid  Bonds  1372.2 

Bid  Drafts,  Preparation  of   1512.2 
Bidders-Debarred,  Suspended,  and  Ineligible 

1510-1.6 
Bidding,  Sales,  Forest  Management   5442 


Big  G»me  Studies   6630 
Billings,  Receipts,  and  Disbursements 
Bills  of  Lading  1545;  1511 
Binding,  Serial  Register   1270.3 
Biological  Past  Control  9224 

Bird 

Control  6833 

Studies,  Migratory  Game  6650 

Studlea,  Non-Game  6680 

Studies,  Upland  Game  6640 

Boards 

Advisory  1784;  6503;  7142 

Survey,  Property  1524.3 
Bonding  of  Employees  1384 

Bonds  1822 
Bid   1)72.2 

Forest  Product  Seles  Contrsct   5451 
Insurance,  Procurement   1510-10 
Mineral   3104;  3206;  3241;  3504 
OCS   3304 

Oil  &  Gas  Lsaslng   3104 
Payments  and  Repayments   1822 
Psyroll  Deduction   1345.8 
Performance   5451 

Boundsry 

Change  1212 

Posting  7435 
Bridges  9112 
Brush  and  Weed  Control  7411 
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Alphabetical  Index 
Subject-Function  Classification  Chart 


tiudget 

Cost  Based   1300.17;  1320.1 

Equipment   161 1 

Kstimated  -  President's  Budget 
lludgetlng   1620 

System   1615 


1622 


Buffei  Zones   6222 
Buildings   9150;  9151 

Maintenance  Standards   1537 

Public  Management   1536 
Bureau  Initiated  Classification   2460 

Indian  Affairs,  Withdrawals   2325 

Orders   1221 

Reclamation,  Withdrawals   2322 

bureau  Motion,  Geothermal  Leasing   3211 
Byproducts,  Geothermal   3242 


Cadastral  Surveys   9180 

Calendar,  Training   1400-410.2 

lialifornla,  Reserved  Minerals  in  Lands  Patented 

;564 
Canals  and  Ditches   7421 
Cancellations   3523 
Cancelled 

Billings   1371.6 

Entries,  Reinstatement   1826 

Capital  Improvements,  Concessions   1368 
Capitalized  Accountable  Property   1521. 3 
Career  and  Career-Conditional  Appointment 

1400-315 
Cartography  and  Map  Construction   9160 

Case 

File  System,  Land  Office  1274 

Files   1222.5 

Filing  System   1271.3 

Records,  Crazing  4115 
Casetype  Coding  and  Serializing   1274.2 
Cashiers,  Imprest  Fund   1385.1 

Catchments,  Water  6723;  7425 

Cattleguards   7432 

Caves   6227 

CCC  Personnel   1346.5 

Celling   1264;  1400-310.4 

Cemeteries   2750 

Central  Filing   1271 
Certificates 

Deposit   1372 

Final   1861 
Change,  Organizational   1212 
Chargeout  Folders  1271.3 
Chart,  Subject  Function  Classification  1220 


Check  Dams   7422 

Checking  Qualifications  and  Security 

Checks 

Treasury,  Preparation  of   1383.2 

Uncollectable   1372 


1400-301.5 


Chemical  Pest  Control   9222 

Choctaw-Chickasaw  Special  Areas,  Sales   2781 
Chukar  Partridge   6601 
City  Income  Taxes   1345.5 

Civil 

Defense   1170 

Service  Commission   1400-100 
Certificate  of  Loss  or  Damage   1524.2 
Claimant's  Rights   3714;  3744 
Claimed  and  Trespass  Animals   4713 

Claims 

Adverse   3870 

Bankruptcy,  Delinquent  Accounts   1375.7 

Jamage   187  3 

Financial   1386 

Locations  and  Patents,  PL  585   3741 

Lode   3841;  3932 
Placer   3842;  3933 
Safety   1112 
Tort   1386.8;  9246 
Transportation   1545 

Classes  of  Mining  Claims   3840 

Classification 

Accountability,  Property   1522 
Budget  Activities   1300 
Bureau  Initiated  2460 
Disposal  2430;  2442 
Land  2400 

Multiple-Use  2420;  2441 
Petition-Application  2450 
Position  1400-500 
Segregation  by   2440 

Clearance 

Directives   1221.3 

Final  Salary   1341.5 

Medical   1400-301.5 

Secretarial,  Overseas  Employment   1400-301.5 
Climate   7314 

Coal,  License  to  Mine   3530 
Coast  Guard  Withdrawals  2335 

Codes 

ADP     1265.9;   4800 
CUsslflcation      1321.1 
Office  Mailing     1541 
Paperwork  Management     1220 
Work-Job     16  34 

Cod Ing 

Accounting   Documents       1312.13 
Time   and  Attendance      1341.2 
Serializing   and   Casetype      1274.2 
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Subject-Functional  Classification  Chart 


Collections   1372 

Kmployee,  Kmergency  Operations   1346.4 
Microfilming   1372 
Performance  Bonds   1372 

Procedures,  Delinquent   Accounts   1375.1 
Pioiectlve  Oil  and  Cas  Leases   1372 
Register,  Accounting   1313.3 
State  Selected  Lands   1372 
Unidentified   1372 

Color-of-Tltle   2540 

Commercial  Facilities  and  Services   2923 

Commissary  Operations   1111 

Committee 

Field;  Interagency   1735 
Grievances   1400-771.3 
Management   1230;  1783 
Meetings,  Fire   9219 
Members   1230.2 

Committees 

Fire  Control  9219 
International   1775 

Common-Use  Sices   3604 

Common  Varieties,  PL  167   3711 

Communications  9120 

Employee-Management   1400-301.9 

R/W  2860 

Telephone  1543 

Wire   1543 

Community 
Pits   3604 
Sites,  Small  Tracts  2730 

Compensation 

Injury   1111;  1400-302;  1400-810 

Travel  Time   1400-550 

Unemployment   1348;  1400-310.2;  1400-850 


Compensatory  Time   1400-550.2 
Competence,  Levels  of  Acceptable 


1400-531.3 


Competitive 
Bidding  1377 

Bidding,  Oil  and  Gas  Sales  1377.6 
Leases   3120 

Sales.  Mineral  Materials   3612 
Service  and  Status   1400-212 

Compilation,  Statistics   1161 

Complaints   1400-713.2;  1852 

Completion  of  Assignment  Report   1400-301.9 

Compliance,  Fiscal  Accounting  1300.12 

Concessions  1368;  1382;  1510-3;  2923 

Condemnation 

Appraisal   9340 

Land  2130;  2137 
Conditioners,  Fertilization  and  Soil   7416 
Conditions,  Property   1532.2 


Conduct 

Employee   1400-7  35 

Sale,  Forest  Products   5440 

Standards  of   1400-301. « 
Conferences,  International   1773 

Congressional 

Activities   1613 
Correspondence   1541.3 
Letters   1541.3 
Liaison   1781 

Conservation 

Cooperative  Provisions,  Minerals   3505 

Economics   9514 

Forest   5750 

Minerals   3243 

Soil  and  Watershed   7210;  7321 

Construction 

Personal  Property   1521.14 

Road  Costs   1322 

Stream  Improvement   6763 

Consultants,  Employment  of   1400-304 
Consultation  1771 

Contests  and  Protest  Proceedings   3872 
Continental  Shelf,  Outer,  Competitive  Bid 
Continuation,  Oil  and  Gas   3107 
Contour  Furrowing  and  Trenching   7412 


1377.7 


Contracts 

Administration   1510-70 

Assignments,  Forest  Management   54  74 

Award,  Forest  Products  5450 

Clauses   1510-7 

Forestry   5424 

Inspections   5462 

Modification,  Extension,  Assignment  (Forest 

Products)   5470 
Payment,  Forest  Management   5461 
Violation,  Suspension,  Cancellation,  and 

Termination  (Forest  Products)   5480 

Contracting 

Field   1512 

Safety   1112.4 
Contractors,  Safety   1112.4 

Contracts 

Concession   1368;  1510-3 
Informal   1511.26 
Mineral  Sales   3613 


Contrlbut Ions 
Control 

Brush  and  Weed 

Erosion   7170 

Fire   9210 

Pest   9220 

Pest  and  Weed   7130 

Non-Game,  Wildlife 


1345.9;  1400-831.5 


7411 
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Subject-Function  Classification  Chart 


Conversions 

Between  Pay  Systems   1400-539 

Forest   5330 

Geothermal   3230 
Cooperation 

Air  Operations  9420 

Fire  Control  9217 
Conveyancing  Instruments   1860 

Cooperative 

Agreement   1786;  5044;  7230 

Conservation  Provisions  OCS   3105 

Fire  Agreements   1111 

Project*  6521 

Provisions 

Oil  and  Gas   3105 

Other  Than  Oil  and  Gas  3505 

Outer  Continental  Shelf   3305 

'ielatlois   1780;  6004;  6520 

Relations,  Wildlife  6520 

Research,  Wildlife   6524 

Watershed  Activities   7260 

Cooperation 

Interagency  5010 
International   1770 
Visitor  Protection  9247 

Coordinated  Federal  Wage  System  1400-532 
Coordination 

Land  Resource  Management   2010 

Minerals  Management   3010 

Multiple-Use,  Outdoor  Recreation  6003 

Multiple-Use,  Wildlife  6510 

Statistics  1163 

Wild  Horse  4711 

With  U.S.  Foreign  Policy  1777 

Copies  of  Records,  Sales  1377.1 

Corrals  7434 

Corrective  Actions,  Personnel  1400-274 

Correspondence 

Controlled  1541.3 
Courses   1400-410.5 
Preparation  1541 

Cost 

Accounting  1300;  1320 
Concepts  (Budgeting)   1620.3 
Effectiveness  Analysis  9522 
Procedures   1321 
Reduction   1262 

Counseling  Services   1400-735.5;  1400-751.6 

County  Roads  R/W  2820 

Court  Leave   1400-630.7 

Courtesy  Notices,  Automated   1371 

Cover   7313 

Criteria  for 

Disposal  Classification  2430 
Land  Classifications  2410 
Multiple-Use  Mgmt .  Classification  2420 
Segregation  by  Classification  2440 


Cross-Functional  Activities  Mgmt.   1110 

Cruising,  Timber   5310 

CSC  Retirement   1345.1 
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This  intern  report  was  read  and  accepted  by  a  staff  member  at: 
Agency:   Bureau  of  Land  Management    Wyoming  State  Office 
Address:  P.  0.  Box  1828  Cheyenne,  Wyoming  82001 

This  report  was  completed  by  a  WICHE  intern.  This  intern's  project 
was  part  of  the  Resources  Development  Internship  Program  administered  by 
the  Western  Interstate  Commission  for  Higher  Education  (WICHE). 

The  purpose  of  the  internship  program  is  to  bring  organizations 
involved  in  community  and  economic  development,  environmental  problems  and 
the  humanities  together  with  institutions  of  higher  education  and  their 
students  in  the  West  for  the  benefit  of  all. 

For  these  organizations,  the  intern  program  provides  the  problem- 
solving  talents  of  student  manpower  while  making  the  resources  of  univer- 
sities and  colleges  more  available.  For  institutions  of  higher  education, 
the  program  provides  relevant  field  education  for  their  students  while 
building  their  capacity  for  problem-solving. 

WICHE  is  an  organization  in  the  West  uniquely  suited  for  sponsoring 
such  a  program.  It  is  an  interstate  agency  formed  by  the  thirteen  western 
states  for  the  specific  purpose  of  relating  the  resources  of  higher  educa- 
tion to  the  needs  of  western  citizens.  WICHE  has  been  concerned  with  a 
broad  range  of  community  needs  in  the  West  for  some  time,  insofar  as  they 
bear  directly  on  the  well-being  of  western  peoples  and  the  future  of 
higher  education  in  the  West.  WICHE  feels  that  the  internship  program  is 
one  method  for  meeting  its  obligations  within  the  thirteen  western  states. 
In  its  efforts  to  achieve  these  objectives,  WICHE  appreciates  having 
received  the  generous  support  and  assistance  of  the  Economic  Development 
Administration;  the  Jessie  Smith  Noyes  Foundation;  the  National  Endowment 
for  the  Humanities;  the  Wyoming  Office  of  Manpower  Planning;  and  of 


in  r>- 

oa   innumerable  local  leaders  and  community  organizations,  including  the  agency 
o  a   that  sponsored  this  intern  project. 


For  further  information,  write  Bob  Hullinghorst,  Director,  Resources 
Development  Internship  Program,  WICHE,  P.O.  Drawer  'P',  Boulder,  Colorado 
™   80302  or  call  (303)  492-7177. 
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